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seat next to the chair, so as to be convenient for consulta-
tion in a low vojce, but the chair should try to avoid
checking with the parliamentarian too frequently or too
obviously. After the parliamentarian has expressed an
opinion ona point, the chair has the duty to make the final
ruling and, in doing so, has the right to follow the advice
of the parliamentarian, or to disregard it.

A member of an assembly who acts as its parliamentar-
ian has the same duty as the presiding officer to maintain a
position of impartiality, and thereforé does not vote on
any question except in the case of a ballot vote. He does
not cast a deciding vote, even if his vote would affect the
result, since that would interfere with the chair’s preroga-
tive of doing so. Ifa member feels that he cannot properly
forego his right to vote in order to serve as parliamen-
tarian, he should not accept that position, -

Regarding the duties of the parliamentarian in connec-
tion with a convention, see also pages 602-603.

§47. MINUTES AND REPORTS OF OFFICERS

Minutes

The record of the proceedings of a deliberative assem-
bly is usually called the mimutes, or sometimes—particu-
larly in legislative bodies—the jowmal. In an ordinary
society, unless the minutes are to be published, they
should contain mainly a record of what was done at the
meeting, not what was said by the members. The minutes

should never reflect the secretary’s opinion, favorable or
otherwise, on anything said or done,

CONTENT OFTHEMINUTES. The first paragraph of the
minutes should contain the following information (which
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need not, however, be divided into numbered or separated
items directly corresponding to those below):

1) the kind of meeting; regular, special, adjourned regu-
lar, or adjourned special;

2) the name of the society or assembly;

3) the date and time of the meeting, and the place, if it is
not always the same;

4) the fact that the regular chairman and secretary were
present or, in their absence, the names of the persons
who substituted for them; and

5) whether the minutes of the previous meeting were read
and approved—as read, or as corrected—the date of
that meeting being given if it was other than a regular
business meeting.

The body of the minures should contain a separate para-

graph for each subject matter, giving, in the case of all

important motions, the name of the mover, and should
show:

6) all main motions {10) or motions to bring a main
question again before the assembly (pp. 75-79, and
33-36)—except, normally, any that were withdrawn* —
stating; :
a) the wording in which each motion was adopted or

otherwise disposed of (with the facts as to whether
the motion may have been debated or amended

*There may be certain instances in which a main motion is withdrawn under
circumstances that require some mention in the minutes. In such a case, poly as
much infarmation should be included in the minuces as is needed to reflect the
necessary details clearly. For example, if, at one meeting, a main motion was made
#he special ocder for the next meesing (p. 366}, or & main motion was postponed
after lengthy consideration 1w a meeting at which it was withdrawn by consent,
acrion at the first meeting shenld alvays be eecorded, and the withdrawal ar the
second meeting shoubd be stared for completeness of the minutes,
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before disposition being mentioned only paren.
thetically); and

b) the disposition of the motion, including—if it was
temporarily disposed of (pp. 90-91, 335-3 36)—any
primary and secondary amendment and all adhering
secondary motions that were then pending;

7) secondary motions that were not lost or withdrawn, in
cases where itis necessary to record them for complete-
ness or clatity—for example, motions to Reczss or to Fix
the Time to Which to Adjourn (among the privileged
motions), or motions to Suspend the Rales or grant a
Request to Be Exeused from a Duty (among the incidental
motions), generally only alluding to the adoption of
such motions, however, as “. . , the matter having been
advanced in the agenda on motion of .. » or“._ .a ballot
vote having been ordered, the tellers . . .

8) all notices of motions (pp. 118-120); and

9) all points of order and appeals, whether sustained or
lost, together with the reasons given by the chair for his
or her ruling,

The-dast paragraph should state:

10) the hour of adjournment.

Additional rules and practices relatin g tothe content of
the minutes are the following;

* The name of the seconder of a motion should not be
entered in the minutes unless ordered by the
assembly,

* When a count has been ordered or the vote is by bal-
lot, the number of votes on each side should be
entered; and whien the voting is by roll call, the
names of those voting on each side and those answer-

_
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ing “Present” should be entered. If members fail to
respond on a roll call vote, enough of their names
should be recorded as present to reflect that a quo-
rum was present at the time of the vote. If the chair
voted, no special mention of this fact is made in the
minutes. i
* The proceedings of a committee of the whole, or a
I quasi committee of the whole, should not be entered
! in the minutes, but the fact that the assembly went
into committee of the whole (or into quasi commit-
E tee) and the committee report should be recorded
’ (see 51). 24
» When a question is considered informally, the same
I information should be recorded as under the regular
; rules, since the only informality in the proceedings is
in the debate. ;
* When a committee report is of great importance or
should be recorded to show the legislative history of
, a measure, the assembly can order it “to be entered in
the minutes,” in which case the secretary copies it in
full in the minutes. :
 The name and subject of a guest speaker can be
given, but no effort should be made to summarize his
remarks,

THE SIGNATURE. Minutes should be signed by the
secretary and canalso be signed, if the assembly wishes, by
the president. The words Respectfiully submitted—although
occasionally used—represent an older practice that is not
essential in signing the minutes,

FORM OF THE MINUTES. The principles stated above
are illustrated in the following model form for minutes:
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The regular monthly meeting of the M. Society was
held an Thursday, January 4, 19 —— at 8:30 pm,, ar the
Socicty's building, the President being in the chair and the
Secretary being present. The minutes of the Jase meeting |
Wwere read and approved as corrected,

Treasurer reported the receipt of a bill from the
Downs Construction Company in the amount of $5000
for the improvements recently made in the Society’s build.
ing, The question pur by the chair “thar the bil be paid”
was adopted, :

Mr. Johnson, reporting on behalf of the Membership
Committee, maoved “that John R. Brown be admitted 1o
membership in the Society.” The motion was adopted after
debate.

The report of the Program Commitree wag received and
placed on file,

The special committee that was appointed 1o investigare
and report on suitable parking facilities near the Society’s

ilding reported, through its chairman, Mrs, Smith, a
resolution, which, after debate and amendment, was
adopted as follows; “Resolved, That . . . lits exact words
immediately before being acted upon, incorporating afl
amendments)

The resolution relating to the use of the Society’s library
by nonmembers, which was postpaned from the last meet.
ing, was then raken up. This motion and 5 pending
dmendment were laid on the table after the chair

-—_———_______ - : 1

At the conclusion of Mr. Mitchells talk, the resolution

relating to the use of the Society’s library by nonmembers
was taken from the table. After amendment and further




§47. MINUTES; REFORTS OF OFFICERS 463

debate, the'resolution was adopted as follows: “Resolved,
That . . . [its exact wording immediately before being finally
voted on]*

Mr. Gordon moved “that the Sociery undertake the
establishment of a summer camp for boys on its lakefront
property.” Mrs. Thomas moved to amend this motion by
inserting the word “underprivileged” before “boys.” On
motion of Mr. Dorsey, the motion te establish the camp,
with the pending amendment, was referred to a commitree
of three to be appointed by the chair with instructions to
report at the next meeting. The chair appointed Messts.
Flynn, Dorscy, and Fine to the commitiee,

The meeting adjourned at 10:05 py

Margaret Duffy, Secretary
- {Mrs. James W. )

READING AND APPROVAL OF MINUTES. In organiza-
tiong :mwymmmmar more
often (p. 90) and no portion of whose wembership is subject to
periodlic replacement, procedures relative to the reading and
approval of minutes are as follows:

* The minutes of each meeting are normally read and
approved at the beginning of the next regular meet.
ing, immediately after the call to order and any open-
ing ceremonies. An adjourned meeting of an ordinary
society approves the minutes of the meeting which
established the adjourned meeting; its own minutes
are approved at the next adjourned or regular meet-
ing, whichever occurs first. A special meeting does
not approve minutes; its minutes should be approved
at the next regular meeting,

* Corrections, if any, and approval of the minutes are
normally done by unanimous consent. The chair calls
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for the reading of the minutes, asks for any correc- '
tions, then declares the minutes approved, as shown
on pages 348-349,

* By a majority vote without debate, the reading of the
minutes can be “dispensed with”—that is, not carvied
out at the vegular time, If the reading of the minutes is

dispensed with, it can be ordered (by majority vore
without debate) at any later time during the meeting
while no business is pending; and if it is not thus
taken up before adjournment, these minutes must be
read at the following meeting before the reading of
the later minutes, If it is desired to approve the min-
utes without having them read, it is necessary to sus-
pend the rules for this purpose. '

* A draft of the minutes of the preceding meeting can
be sent to all members in advance, usually with the
natice. In such a case, it is presumed that the
members have used this Opportunity to review them,
and they are not read unless this is requested. Correc-
tion of them and approval, however, is handled in the
usual way. It must be understood in such a case that
the formal copy placed in the minute book contains
all corrections which were made and that none of the
many copies circulated to members and marked by

is authoritative (sce also pp. 349-350),

In mganizations where regular bisiness sessions ave not bheld
as often as quarterly and do not last longer than one day, or in
which there has been a change or veplacement of & portion of the
membership, the executive board—or, if there is none, a
committee appointed for the purpose—should be author-
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prevent a member from having a relevant excerpt read for
information; nor does it prevent the assembly in such a
case from making additional corrections, treating the
minutes as having been previously approved (see third
paragraph below),

In sessions lasting longer than one day, such as conven-
tions, the minutes of meetings held the preceding day are
read and arc approved by the convention at the be ginning
of each day’s business after the first (and minutes that have
not been approved previously should be read before the
final adjournment)—except as the convention may autho-
rize the executive board or a committee to approve the
minutes at a later time.

When the minutes are approved, the word
with the secretary’s initials and the date, should be written
below them.

If the existence of an error or material omission in the
minutes becomes reasonably established after their ap-
proval—even many years later—the minutes can then be
corrected by means of the motion to Asmend Something
Previously Adopted (34), which requires a two-thirds vote,
or a majority vote with notice, or the vote of a majority of
the entire membership, or unanimous consent.

“MINUTES" TO BE PUBLISHED. When “minutes” are to
be published, they should contain, in addition to the
information described above, a list of the speakers on each
side of every question, with an abstract or the text of each
address. In such cases the secretary should have an assis-
tant, When it is desired, as in some conventions, to publish
the proceedingsin full, the secretary’s assistant should be a
stenographic reporter of recording technician, The pre-
siding officer should then take particular care that every-
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